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Here I’ve clicked on INBOX and its listing all the emails in my INBOX 
 

 
 

INBOX: Where new 
emails arrive at. I have 5 
unread emails 

INBOX: Where new 
emails arrive at. I have 5 
unread emails 

INBOX: Where new emails arrive at. 
I have 5 unread emails. Click any of 
these places to go to INBOX 

News Stories. 
Click to read 

My other email folders: 
DRAFTS: holds emails I’ve started to write but have NOT sent 
SENT: holds emails that I’ve sent or forwarded 
TRASH: holds emails I’ve deleted 

Those in BOLD text have 
NOT been read yet.  They 
also have a coloured dot. 

Selection boxes are 
useful if you want to 
process several emails.  
Tick the ones you want 
to process, then click 
the appropriate 
ACTION button 

ACTION buttons are used 
to process emails that are 
selected. 

To open any email, just 
click on its text. 

If any emails have an 
ATTACHMENT then a 
paperclip symbol will 
appear here. 

Create a 
NEW email 
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Here I’ve clicked an email to open it. 
 
 
 

 
 

Delete the email. 
It gets put in the 
Trash folder 

Create a 
NEW email 

Send a Reply email 
to the sender 

Forward this email 
onto others 

Move to earlier or 
later emails in the 
Inbox 

Scroll down to read all 
the email. Drag this 
slider. 

Or Click here 
to scroll 

Or Click here 
to scroll 

Click here to go back 
to the INBOX 
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This email has an Attachment. Here’s how to save and open it. 
 

 
 

 
 
Three Internet Explorer messages 

 
 
 

 
 
 

 
 

There’s 1 
attached file and 
it’s 4.3 MB in size 

The file name.  the 
.wmv indicates it’s a 
video. 

1. Click Download 

2. Click Continue 

3. Click Save 

4. Click Open. The video 

should now start playing 

Yahoo automatically 
checks the file for 
viruses 

Progress Indication 


